SECTION 6.90 (B) FAMILY AND MEDICAL LEAVE ACT REQUEST PROCEDURES
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EMPLOY EE REQUESTS
OR EMPLOYER DESIGNATES
FMLA LEAVE

v

PERSONNEL ASSISTANT PROVIDES
FORMS, ESSENTIAL FUNCTIONS
AND INSTRUCTIONS TO EMPLOYEE

'

EMPLOYEE AND PHY SICIAN COMPLETE
FORMS-EMPLOY EE RETURNS FORMSTO
PERSONNEL ASSISTANT

<
h 4

PERSONNEL ASSISTANT VERIFIES
ELIGIBILITY AND LEAVE
ENTITLEMENT REQUIREMENTS AND
FORWARDS TO SUPERVISOR

v

SUPERVISOR
APPROVES/DENIES
REQUEST

V‘

SUPERVISOR NOTIFIES EMPLOY EE
OF APPROVAL OR DENIAL
IN WRITING AND PROVIDES PERSONNEL
ASSISTANT WITH THE ORIGINAL DECISION,
REQUEST, AND MEDICAL CERTIFICATION
AND PROVIDES THE PERSONNEL OFFICER
WITH COPIES

DIRECT QUESTIONS
TO YOURHRE

PERSONNEL
OFFICER

PERSONNEL
OFFICER
REVIEWS

PERSONNEL ASSISTANT PLACES
THE ORIGINAL DECISION,
REQUEST, AND MEDICAL

CERTIFICATION IN A
CONFIDENTIAL FILE SEPARATE
FROM THE EMPLOYEE'S
PERSONNEL FILE

v

IF APPROVED -
PERSONNEL ASSISTANT
BEGINS TRACKING PROCEDURES




